


Executive Assistant

To obtain a challenging position which enables me to utilized my skills and abilities being developed through work experiences and gives me the opportunities for growth and advancement in order to deliver good service in timely and efficient manner. Determine to assume increased responsibility. 

Bachelor of Science in Business Administration Major in Marketing

On-the-Job Trainee Awardee

Technically skilled in MS office, Primavera Contract Manager and Aconex

Excellent in verbal and written communication skills
Facility Management


IDEAL FOR THE JOB:

· With eight years working experience in United Arab Emirates.
· With more than six years in banking operations and has an extensive experience in general office administration.
· Self-motivated and dedicated individual with secretarial skills and quality customer services.
· Excellent in written and verbal communication as well as highly proficient in computer (Microsoft office application and internet technologies), telephone protocol and proper office etiquette.
· Has capability of multi-tasking job responsibilities and busy demanding environment.
· With initiative to do task with less supervision and accept instruction easily and has a will to invest time and effort to complete the task.
· Smart and with pleasing personality.

GROUP OF COMPANIES , UAE                                     
July 19, 2010 – Present
Group Executive Assistant/Personal Assistant
· Performed administrative and secretarial duties with wide latitude for exercising discretion and judgement.
· Administrative support to the CEO, Top management, Directors, Managers & Head of Dept.
· Clerical functions like preparing correspondences, scheduling appointments, forwarding emails and other reports as well as analyze it’s significance to have a proper distribution, receiving visitors, receiving calls and other assigned task
· Set-up travel arrangements for upper management, directors & managers.
· Compile and maintain records, statistical information and reports

· Coordinates project-based works and tenders
· Implement office policies and procedures
· Monitoring, supervising & implementing standardized secretarial & document control tasks
· Training, coordinating, assisting, guiding and evaluating secretaries and document controller’s work to ensure standardized efficient performance.

· Interviewing, evaluating & making employment recommendations of all secretarial/document control position applicants, prior to assignments.

· Support/back up to all departments, projects, subsidiaries and branches
· Record Minutes of Meeting for the Management
· Involve in Administration Dept. processing which includes outsourcing of manpower, hiring process, employee’s evaluation, etc.
· Other assigned tasks
Personal Assistant

· Organize CEO’s travel arrangements as well as maintain CEO’s calendar

· Reading, monitoring and responding to the CEO’s emails
· Screens CEO’s calls 
· Handling company-owned real properties and tenants
· Other assigned tasks

June 1, 2007 – July 18, 2010
Secretary/Document Control
Projects (Al Raha Gardens – Phase 1, 2 & 3 Landscaping, Trunk Sewers 400mm & 1200mm, Masdar Potable Works, Yas Retail Water Cascades)

     
Provide general clerical functions such as:

· Administrative support to the Project Manager and Engineers.

· Securing and filing of all documents.
· Preparation of submission of all documents in daily activities such as daily report, inspection request, weekly, monthly report, method statements, material submittals and other relevant matters.
· Preparation of site petty cash reports, requisition of materials, daily manpower list report & other related tasks.
· Responsible with the control and monitoring of documents such as the logging of incoming and outgoing correspondences.
· Provide assistance to the Quantity Surveyor like preparation of payment application and variations.
· Execute the processing of Aconex and  Primavera Contract Manager 

· Ensures that all documentations are accurate and precise
RIZAL COMMERCIAL BANKING CORP., Philippines                   
Dec. 12, 2000 – April 28, 2007
Loans Processor                                                               
· Handles the processing of loan application, releases and renewals of clients and employees as well as the monitoring of it’s interest.

· Responsible of checking, filing and recording of all documents relevant to such activities.

· Responsible in balancing the daily trial balance as well as the monthly reports.
Customer Service Assistant/Teller  
 April 13, 2003 –Oct. 13, 2006
· Responsible in processing the cash and check withdrawals, deposits and other bank transactions.

· Responsible in assisting client’s transactions and queries.
· Responsible in over-all operations of the bank which includes the promotion of it’s products as well as bank’s nature in handling good service.

· Verifies and balances total cash for the day.

Reserve Assistant – Teller/New Accounts/Customer Service Officer(CSO)
Oct. 16, 2006 – April 28, 2007

· Assumed different positions in bank and it’s assigned task.

· Responsible in over-all bank operations such as daily bank transactions

· Responsible in handling monetary transactions which includes cash deposits, withdrawals and bills payment as teller.

· As New Accounts – in-charge in processing new accounts transactions, dollar transactions, time deposits and other related tasks.

· As Customer Service Officer – handle all teller’s transactions which includes task as vault custodian who monitors the in and out cash flow and it’s balancing at the end of the day.
· Responsible in monitoring, checking and approval of all the transactions of tellers

· Responsible in preparing & balancing of checks for clearing.

· Responsible in checking & balancing of ATM machines as well as cash replacements.

· Assigned in many branches.

UNITED LABORATORIES, INC.   

July 2000 – December 2000                                         
Medical Representative 

· Promotes a particular medicine to hospitals, clinics & pharmacies.

JUNNA INDUSTRIAL CORPORATION       
March 1997 – January 2000

Branch Coordinator/Secretary/Document Controller
· Responsible in all administrative work in the branch.

PHILIPPINE LONG DISTANCE CORPORATION     November 1996 – March 1997

Position: Job Trainee

· Assist the employees in their task.

· Trained as customer service assistant to handle client’s queries & needs

ATENEO DE DAVAO UNIVERSITY – Graduated 2000 Davao City, Philippines

                     Bachelor of Science in Business Administration Major in Marketing

Citizenship   
:
Filipino

Gender

:
Female
Marital Status
:
Single
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